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MEMORANDUM
TO: All Managers and Supervisors
FROM: Cindy Francisco

Safety Coordinator
DATE: August 1, 2000

SUBJECT: SAFETY MEETING IDEAS -- AUGUST 2000

Suggested issues to discuss during your next meeting are:

1. Some Tips to Prevent Repetitive Motion Injuries

Some of our own habits can be our own causes of injury--look at what you do.
Locate your keyboard directly in front of your monitor.

Place your monitor height to your eye level (you may need to raise it up by
placing a sturdy box under it).

Keep your keyboard either level or at a negative tilt while typing.

Watch out for "extended reaches" -- can you move that item closer to avoid the
extended reach? Or can you get out of your chair to eliminate the extended
reach all together?

When reading your screen or downloading afile, relax your hands in your lap or
by your side rather than on the keyboard.

Vary your tasks during the day so that you don't sit or stand for extended periods
of time. Just a quick stretch can do a world of good!

For more ideas, you can read the booklets Arranging Your Workstation to Fit You
or The Computer Users Guide.

2. What To Do When An Alarm Sounds

When the fire alarms sounds, STOP what you are doing and go directly to the
nearest exit. Go assemble in the designated evacuation site. If you are unaware of
where that is, check out your facility information on ARB Inside. Click on
"Administrative Services" located on the left side. Scroll down and click on "Safety."”
From there you should choose "Facility Safety Information" and then choose your
facility. The evacuation site should be listed.

California Environmental Protection Agency

Printed on Recycled Paper



3. Driving Defensively--How to Prevent Collisions

Sometimes accidents happen; however, it is our goal avoid them if we can. Read
the attached page to learn how. Also, remember that any employee who drives a
vehicle while on state business is required to take Defensive Driver's Training class
at least every four years.

Document your meeting by using Form HS-1 "Safety Meeting Report" which | have

attached for your convenience. This can also be used, if you choose, to route the
information to each employee. This record should be kept in your files for one year.

Attachment

cc: Administrative Liaisons



Driving Defensively—

your car.

P A taxi ahead of you on your left darts across vour

lane to pick someone up.

P A cat crouching on the sidewalk bounds in front of

Your car across the street,

You know you're o good driver, bur are you prepared for the
unexpectd or when someone else’s poor driving puts you in

a tight spot? Keep the following principles in mind.,

On the Lovkoul

Be alert when pou deive ond ready 10 anticipate sudden
or obecured actions. Walch for p-|||1i|:' e Tiks sa fela Ty
wohibcles. such as buses, laxis ond commuter vans, Also,
allow o "drcle of safety® around dhildren, smudent drivers,
mrearcyclists, hicyclists, sigmaling vehicles, emergency
vehibelos with Nashing lghts, crosswalks, constriction
sigms, andmalby and any driver whio might not be able o
SEE RS LR A rearYiew mirron.

Maintain an Excape Roulte

Try mast fo gk boxed in when didving on multilone roads
That wary, |f someone mokes 0 wrong move, vou'l be
akde to g belt or fight rather than baving to stop dead in
your trecks, On o two-lane moad, your exape roule s to
the right, off the madway, Watch for roadside hosonds
theat con moke this diffioult, Adjust your speed so you'll
mect up with oncoming cars at a spot where you have
UM BD macinmsua e,

Ulse Vour Brakes Carefully

The irnpiilse in a dangorous situation kst bl the beakes.
If your vehicie s not equipped with antibock bookes, slam-
ming on the brakes can couse you toskid completely ot
of contral. To use vour brakes in an cvasive monesver,
stuh at them repeatedly, lotting go befose they beck, This
vy you ]l slow down without lsing contral. Howewer, U
your vehldcle has antilock brakes, dosi’t stab at the brokes
but apply frm presssre unnl the vehicle comes 1o o stop.

Swerve, [on'l Broke

Whencver possible, wse your steering wheel instead of
your brakes. Be prepared to swerve around the unexpected
cbstacle, Drive with your hands on opgeosite sides of the
steering wheel bo give you the leverage needed to turm it
180 d-l!l:_lh‘l'z- i vither direction. Te rln-pn:mr! 0 SwWereeE
sharply and then refum ihe wheel to lis nomal posidon

@ How to Prevent Collisions

P A door of a parked car opens suddenly in front of

0% quickly as you swereed. Guide vour vehicle bock 1o the
path It wus following before the hazand, 1§ necessany, go
off the road to avoid hitting a vehide head on. Even going
inte a ditch is berrer than o head-on cellision

When It's Best to Speed Up

Sometimes you can get oul of a jom by speeding up. If
You're dlrredy in an intersection and someone is coming
dat you feom the dde, [t's best (0 slep on the aocelemtor
rather than slamming on the brakes, [f you did stop
suddenly, you might not only lose contoel and swerve
into oncoming wallic, you might also be hit by the car
conmring from the side—and the ane Behind you,

Muoking a Hard Choeloe

What if you can't avold colliding with something your-
=eiff Even then, you may hove some chobces, I you bave
f chance o chooss whal you ki, hit something soft. such
a3 bushes or shrubs, The next best chaioe i4 a vehicle
themt’s Teoving in the some direction as vou. Plck a
stationary ebject rather than one that's coming at you.

A target that will absor energy, such s a parked car, 15
better than one that's rigid, such as g wall. Whatever you
hit. try to sideswipe it rather thian hit it head-on

Maintainkng o Cool Head

Ever thﬂ'uﬂll il can't oontrol someans else's behovior
o Can coniral your owm, When ansther driver LipsEts
you, hreathe deeply as you count o 10 and listen 1o
soothing musie. Remind youmsell that retaliotory meo-
sinres gren L worth tiee rigks of o tieket, o eollizion or
highor inssrance premiums. Try (o view things from
anasther driver's point of view; perhaps he or she is
chderly, mesw to the area, o student driver or someone
ot or looking for an sddress. Doa't ke the actions of
inonsidierats drivers personally
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